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SAMPLES APPENDIX
CWIP WELCOME - Selectee iST NOTICE

CONGRATULATIONS!

You have heen tentatively selected for the position of

You may now start the Civilian Virtual Inprocessing by accessing the following Weh site
hittp s:/ww 2 afp o.rand olp hoaf mil'resweh / and completing the required information
on the Tent ative Menu.

Please use the following information in order to access the CVIP Employvee Weh site:

1. Your S5AN
2 The RPA Humber is:
3 The six (6) digit PIN is:
(If you already have a current Resumix PIN number, yvou must use it for the CvIP

PIN.)

If you have problems accessing the Webh site, please contact

When you have completed the Tentative Menou, and clicked the FINISHED tab, a notice
will be automatically sent to the Staffer at the Civilian Personnel Flight who will contact
you with further information/insttuctions.

If you are a current Federal Employee with a TSP Loan, your loan information and TSP-
19 should be prowided to the Civilian Personnel Flight

If you do not have a personal computer availabhle for your use, we suggest using a computer that
may be avallable at a public library, the hase library, at the mall, at a friend’s house, or at the
Family Support Center.

Wik W CAP LOCHK must be ONwhen completing the inform ation®# s




Accessing cVIP Web Site
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Air Force Civilian Employment

Apphy for Chilian Employmment - Here's How!

merit Fromaotion Opportunities Mew Emploviment Opporunities
{Current Air Faorce Employvees with permanent (External candidatesicurrent Employvees seeking
status) newy careg}

Checkthe Status of Your Seli- Momination

"Received a Job Offer”
(Aoccess to the Civilian Yirtual In-FProcessing (e%IP) is limited. Only those applicants who have been
contacted with a "TENTATIE" job offer may use this application.)

Last Updated: 04/24/2003 02:17 PM (dt)

For specific questions concerning programs on this site, please address to the POC listed an the
respective pages. Forinformation on Air Force Employment, see the Employment Homepage or send E-
Mail ta the Recruitment Center. Far all benefit and entitlements related issues, cantactthe BEST at 1-
S00-997-2378 or 827-2378, ifcalling in the San Antonio Area. Send comments or questions concerning
the website structure to the WebMaster. For other comments, recommendations and questions, please

e-mail our Director's Office.
-
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Accessing cVIP
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Contact Us | Site Index

Wednesday, blay 07, 2003

Civilian Virtual In-Processing (CVIP)

Employiment Home

Alr Force Job kit Ifyou have been contacted by a Human Resource Specialist and received a tentative job
Resume Writer may access the Civilian Yirtual Inprocessing &VIP)Y Application here. You mu
Search for Jobs were pravided by the Human Resource Specialis
Self-Maminate Froceed to o'l
daobs by E-Mail CTARKES

Contact the Recruitment

e-mail our Director's Office.

Haorme |Emp|u:uvment * Emplovee Benefits « Weh Applications leCF‘DS *|Classiﬂcatinn "|Staﬂ’|ng v|F'CS "|Er-.-1DS lelusiness Ohjects

Service Center Last Updated: 04/20/2003 10:35 AM {dt)
Hot Stuff
Summer Employiment For specific questions concerning programs on this site, please address to the POC listed on the

respective pages. Forinformation on Air Force Employment, see the Emploviment Homepage or send E-

Mail to the Recruittment Center. Far all benefit and entitlements related issues, contactthe BEST at 1-
S00-997-2378 ar 527-2378, ifcalling in the San Antonio Area. Send comments or questions concerning | =
the wehsite structure to the Wehhaster. For other comments, recommendations and questions, please

| Privacy Policy
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Authorized Use

LIFPL
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Microsoft Internet Explorer X

/N

("OFFICIAL U.S. GOVERNMENT SYSTEM FOR
AUTHORIZED USE ONLY™)

This is a Department of Defense computer system. This
computer system, including all related equipment, networks,
and network devices (specifically including Internet access),
are provided only for authorized U.S. Government use. DoD
computer systems may be monitored for all lawful purposes,
including to ensure that their use is authorized, for
management of the system, to facilitate protection against
unauthorized access, and to verify security procedures,
survivability, and operational security. Monitoring includes
active attacks by authorized DoD entities to test or verify the
security of this system. During monitoring, information may
be examined, recorded, copied and used for authorized
purposes. All information, including personal information,
placed on or sent over this system may be monitored.

=] /




Accessing Account

AFPC

Civilian Emplayment — Lag In Al |

Civilian Virtual In Processing

Enter your Social Security Number (SSN):

(Mo deshes ox opoces}

Enter your Poisonal Identifcation Number (PIN):

& If you are using a computer that is chared with other customers, please log off and close the browser when finished to ensure the
privacy of yonr accommt infarmation.

Privacy Act Staterment:

Authority Ewxecutive Order 8347

Furpase: Your Social Security Mumber is requested under the authority of Executive Order 9397 to

unigquely identify your records from those of other epplicants who may have the same name.

Foutine Uses: Mone

Disclosura: Valuntary. Howevar, failure to provide the requestad informatian will result inthe inability to access tis waebsite.

OFFICIAL L3 GOVERKNMENT SYSTEM FOR AUTHORIZED USE ONLY

s
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Welcome to Virtual InProcessing

(cVIP)

AFPC

5/29/2003

Welcome 10 weee

Civilian Virtual InProcessing (CVIP)

Air Force Civilian Employee Inprocessing
INSTRUCTIONS: To begin civilian inprocessing press the comtinue bhuiton.

Your Civilian Virtual Inprocessing Logon and PIN & your typed name on all forms in CVIP have the same effect as your signature and
are accepted as your electronic signature.

Be advised that any false statement in any transaction accomplished through this application, or willful misrepresentation, is a violation of
the law punighahle by a fine of not more that $10,000 or imprisonment of not more that 5 years, or both, according io federal law,
Additienally, this may result in disciplinary action up to and including removal firom Air Force employment. If you acknowledge and
understand this and wish to continue using this application press CONTINUE.

—

EXIT |




AFPC

Input RPA

Civilian Virtual InProcessing

Please type in the RPA m;ny/

{(When typing in the RPA number ensure letiers are typed in uppercase. Alpha characters will
abways appear on the screen as uppercase letters even if typed in lower case)

Continue I EXIT

5/29/2003



Tentative Menu

N
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Tentative [Beahnel

SSAT: |; MName: I <

Click on the "Finished" tab when all the actions have been completed on this page.

—> K [ B

Click on the "Finished"
tab upon completion of
Each module.

%g CVIP TENTATIVE

(FERGZON INFOEIMATION - SUBIECT TO P

Appt Instuctions Finished EXIT

Tentative Pick List Ix_ Tentative CVIP Acess
Complete Locked Date
Marked Forms by Staffer Signed Push Button T

(Required) {Declaration for Federal Employmen

5/29/2003

City, State, Zip |

IX_ I_ I SF15 | (Application for 10-point Veterans Preference)

I_ Retired Military claiming Nonwartime Campaigns or Expeditions must complete and forward to hel
address. (Form is available on OPM site WWWW.OPM. GOV FORMHTML/SEF.HTM)

Forms marked helow must he submitted with 5 working days to:

Name |ERSPECFAX |
Address |

Comercial Fax Number: I

T nr . I —1




Documents To Send

Al
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Tentative Pre-Appt Appt Instuctions Finished
1]
SSAN: | Name: ;

Click on the "Finished" tab when all the actions have heen completed on this page.

EXIT

Tentative Pick List i>< Tentative CVIP Acess

Complete Locked Date
Marked Forms by Staffer Signed Push Button for Form

ix_ I_ | DF306 | (Required) (Declaration for Federal Employment)
!X_ I_ | 5F15 | {Application for 10-point Veterans Preference)

I_ Retired Military claiming Nonwartime Campaigns or Expeditions must complete and forward to helow
address. (Form is available on OPM site WWW.OPM.GOV/FORMHTMIL/SF.HTM)

Forms marked below must be submitted with 5 working days to:

Name E |
Address |
City, State, Zip |

Comercial Fax Number: I
DSIN Fax Number: |

These forms already in your possession: (Provide copies only!)

If transferring from another agency and you have a Thrift Savings Plan (TSP) loan, your TSP loan information.
If transferring from another agency, your TSP-19, if available.
IX_ "Certificate of Release" or "Discharge from Active Duty" (DD2144, Copy 43

College Transcripts
MNAFT Notfication of Personnel Acton (AF 2545) or AAFES Form 1200-75

Venfication Letter from Personnel Office

LI




AFPC

Pre-Appointment Menu

N

NN I Name: |

Chck on the "Fmished"" tab when all actions have heen completed on this page.

\Ix_

QCVIP PRE-APPOINTMENT N[BNU@

(PEREON MFORNIATION - SUHTECT TO FRIVALCY ACT OF 1974 AS AMENDETh

Fre-Appt '?f_egti-_ti_u:. Appt Instuctions Fimnlshed

EXIT

PreAppointment Fick List |4 Pre Appointment CVIP Access

En-mplaba Laecloead Theagte
Dlariced Farme by Stafler Sigmed
ELETELLE:
[1zm8zn0z

[ e

Fuch Hutinn v Forme

it
(Regquired) {Cirilian Fraployer Lhilitary Resene/Guard/Ret

AF3R9E
SF144
SF181

- Form Box

(Reguired) {Siatemernt of Friox Federal Serviee)
(Raquired) (Race and National Origin Henbification)

SF26A

(Fayuired) {Sel Mentified of Handicap)

SCHHEC

OO0 | O0FFE

I [

Acknowladgamant |

Feleaze |
Fesidence= I

Supplemental Queslionnaire

|

Condidons of Emple Tment 3pecific i Selecter and Feashdon

[ |

hdedical Exam

5/29/2003
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Appointment Menu

Y/ CVIP APPOINTMENT MENU &

(FEREON INFORWMATION - SUEIECT TO PRIVACYT ACT OF 1574 A5 ANWENDELT

~—

Appointment Tentsiive Pre-Appt Instuciiens Fipished EXIT

SEAM:

WM ame: |

Click on tha "' Finished'" tab when all actions have heepn complated on this page.

Appointnent Firlc Lict |x_ Appointment CVIE Access

Camplaie Lecked Daie
LMariood Ferms by Siafker Sirned Push Butiwn for Forms
[ | | INSH | (Employment Eligihility Verificati
[ [ | SFE1 | (Appointment Affidavits)

What to bring with ou te Yo appomtrment
Your inprocessing could be delayed for failure to have the followwing docmnents with you:
1. Proof of Citizenship

Pascport; or

INanwalization Papers; or

| Orioinal or Certified Conv of Birth Certificace (dssued by a state. county. or municinal authnriwl‘l
4

I+

5/29/2003
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cVIP Instructions
LIFPL "
~

S Es == = ———— e P—

Insbruelions Tonbslive Pre-Apgpt 08pae EXIT

REATD THESE INSTRUCTIONS CAREFITLLY]

A]1jo0b offers are considered tentative and ara contingent upon receipt and validetion of required supporting documents. ¥ o
appoiniment cannot he finalired withont this dorumentation .

It is important that ALL required documentation is received within & workine days from the date you wers notified of your
tantative salectdpn for appoitvnent. You may FAN, mail or hand-carry (wwhichewvar is st convenient for youn) raquired
documentation to your servicing, Civilian Persommel Office (CPD). DO NOT STBMIT ORIGTINALS. Provide copies only.

If there ia a chack mark for thiz item m the ""Ttemms Checked are Regnired'® colmnn, you muost provide a copy of thiz docoment in
order to successfully completes thiz phase of o in-procesxing. Yon should already hare this document in your posseszsion. Yoo

appointment cannot be finalmwe d without this documentation.

Click an the "Finished" tah upon coonpleton aof each moduale. Then on the confirmanon page page chck ""Contnoie™ to complete
the moduale. Click on ""Aboert" to leave the confirmation pape and return to the application without fnishing the modale.

Any information yon provide may he inwve sHgated for pivpoges of determiming eligihility for Federal employment ag allosred by
law or Fresidential order. Interntional submission of False mformation using this Federal Govermment Intermet Web site is illegal.
Fersons found guoihty of knowingly aubmitting frandulent information mnay be fired, prozecuted sand, upon ¢ ohviction, may be
subject to a fine of not mere than $250,000 and/or imprisonment not to exceed five years. (Sectdon 1001 of tide 18, Tnited States
Code)

LYizehng docmmments can ne gadvely inpact your selecdoan to tds posidon.

DO MAOT UEE THE FEYEOARD BACEEPACE EEY T THIS PROGCH AR

5/29/2003 12



Confirmation
AIFPC "

Tentative  Pre-Appt  Appt Instuctions Finished |EXIT

Instuctions 3

Civilian Virtual InProcessing

This will notity the Staffer that you have completed the necessary
forms. Once you have done this these forms can not be changed
without approval.

Cantinue | Abort process |

5/29/2003 13



Completion of the cVIP Virtual |
AFPC Experience o

Q.

P
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